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STENOGRAPHER TO EXECUTIVE 
Executive positions usually are filled by promotion of employees 
who have demonstrated the ability to perform the duties involved 


By LEONA RAPHAEL 


+6 OW did they ever get there?” I have 
heard more than one young man and 
girl ask, with what sounded like a 


tinge of envy, as they go through the offices 
of the broadcasting companies and see so 
smart-looking, young women 


4 ke se 


competent 
Well, gather 
you, for I am in a 
1 a study tor a 


many 


in executive chairs and 


let me tell position to 


know. Recently I complete 


magazine on the various types of 


manned” by 


woman's 


exer women in 


itive positions 
somewhat to my 
important executives 


ranks 


occupied by a 


the radio held, and surprise 


| found that several 
vad risen from the 
The top-flight 


former stenographer is 


stenography 
position now 
that of Elizabeth 
director of W2XE 
station controlled 
After 
several stenographic jobs in various lines of 


Tucker, who is program 


an international short-wave 


by the Columbia Broadcasting System 
business, she went to the broadcasting com- 
advertising sales- 
job, she 


pany as secretary to the 


Once on the 


that sl 


promotion manager 
liked the work so much 
learn all she could about the business 

When her chief instituted a system of 
listener surveys to find out the kind of pro- 
preferred to was 
placed in charge of these surveys. She even 
questionnaires 


re set out to 


grams people hear, she 


originated some of the survey 
Wanting to know every facet of the business, 
she asked for a transfer to the engineering 
lepartment, which 
occurred As secretary to the 
she got a good working knowledge 


was granted when a 


vacancy chief 
engineer, 
»f the mechanical end of radio. This, coupled 
with her knowledge of what programs people 


stood her 


like, as gleaned from her surveys 
in good stead when in May, 1937, she was 

secretarial desk and made 
short-wave station 


taken from her 


director of the sends 


that 


special programs daily to Europe and Sout! 


America 
“Do 


I still use shorthand? | certainly do,’ 


she told me lust take a look at my memos 
Radio Is gwcare | il s ich a Taj pace that 
the only way I can keep track of the various 
things | wan » 1s by quickly dashing off 
these memos Yo may tell your readers tot 
me that stenogra is one of the best wedges 
to use in entering the worl 1? broadcasting 
Whether you aspire to be an executive or a 
entertainer, the mai thing 1s to get tm. Once 

/ ; / 


you are on the inside it is up to you to 


your own particular niche 


HELEN GU) tant to the business mas 

wer of the Nat il Broadcasting Company 

program department tarte ecretary te 
the progra i stat WIZ whet 
it was a sma i pendent station and not 
part ot the great etwork it is today \ 
girl who couldn't take dictats " transcribe 
it with one hand while she did a half doze 
incidental jobs with the othe just had no 
business being in radio in those early days 


she recalled 
Evidently Miss Guy was well able to 


tasks 


| 


uggle 


these various satisfactorily, for she 


was given more a more responsibilities. As 


the station grew and became identified wit! 
the network, the scope of her work widened 
too. Today she is a ranking woman exe 

tive, has a secretary of her own, and is 


especially concerned with such administrative 


matters as budgets on programs, contro] of 


expenditures, pay of artists, and supervisi 


of the personnel of her department 
dramati 


ACCORDING to Elizabeth Todd, 


script writer at NBC, her best advice on how 


become a script writer is to start as a 
stenographer Her first job with the com 
pany was as secretary to the head of her cd 
partment There, as sl puts il she wa 


“exposed” to creative 


the mechanics peculiar to writing 
lrama Feeling that her ideas would be a 
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broadcasting, she began writing 


her boss hired another secre- 


her a full-time script writer 


eptable lor 
il d 


ity and 


them, 


soon 


made 


Over at Columbia Broadcasting, Margaret 
Lewerth t only writes but produces her 
wn radio Ows She, too, started as a 
stenographer in the radio department of a1 
ulvertising agency Always interested in 
vriting, she began jotting down short sketches 


When she had accumulated a sizeabl 


port 


folio of these sketches, she took them to the 
BS script department, There they were so 
well received that she was immediately given 
i staff job as script writer 

Both of these young women freely a 
owledge thei bt to stenographic training 
or their present executive jobs lf they had 
t been in departments that permitted them 
» absorb the technique of broadcast drama, 
one of their ideas might ever have reached 


hone Chey tell me that in plot 


ramas they do all tl 


typing 


he microy 
ir writing 
ompleted 


n shorthand, only the 


scripts. 

NO only 1 radio, but in ther fields of 
ndeavor women have risen to executive posts 
trom secretarial beginnings In such widely 
lifferent helds as museum work and hotel 
york, we ive uncesca R. LaMonte, asso 
late urator oO! the Department f Fishes 
it the American Museum of Natural History 


in New York, and 


iousekeeper of the 


Anne Owens, executive 


Sherry-Netherlands Hotel 
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in New York. Their executive today 
are direct offshoots from their stenographi 
roots 


When 
Wellesley 


posts o! 


was graduated from 
began to 


Miss LaMor te 


College she immediately 


study shorthand I didn’t want to teach,’ 
she explained, “and that was the only thing 

r which my genera! « ation and knowledge 
of languages qualified me It seemed to me, 
however, that if | 1] einforce this aca 
lemic background with stenographic knowl- 


edge, I would have something very valuable 
er an employer 
And so it turned out Answering an 


ertisement itor a s¢ 


ad- 
a ROC dd 
found 


retary who had 

knowledge of foreign languages, she 

the position to be that of secretary in the 

Department of Fishes at the Museum. She 

had to take 

members who 
| 


the dictat f the department's 
l expeditions 


Her 


ut oO 


y»bservations 


ind wished to record thei 

interest in the work ide itself known and 
she was permitted to work on the fish collec 
tions. Gradually, as her knowledge of fish 


increased, she was relieved of her steno 


graphic work to spend mort 


lections, until she was finall 


present position 
In the 


Museum 


past year she went on two Dig 


expeditions for — The first 


was to Cape Breton, the most northeasterly 
point of Nova Scotia, for sword “fish The 
trip was scheduled to take six weeks, but 


when her chief left after ten days she 
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erself in entire charge The second was a 
nont to Bimini, in the Bahamas, 
to cat lin. (It was at Bimini that 
ir cover picture was “snapped.”) Here she 


was in direct charge. In both cases she super- 


ised the dissecting, studying, and mounting 

the specimens caught 

I'm ever so glad I studied shorthand,” 
she told me “Without it as a passport, | 
ever would have been able to get into the 
Museum. While I now have a secretary ol! 
my own, I still find many uses tor stenog- 
raphy I use it for memos and notes, espe 
ially for notetaking on expeditions, where 
aper is sometimes at a premium 


college u 


husetts, Miss Owens went 


» work is secretary to the manager Or a 
tel All the lepartments of a hotel report 
: to ft nanager's ofhce, and as she prepared 
these ts she so saw that the work ot 
. é ekeeper particularly appealed t 
: er. She liked the responsibility of traimuing 
mployees, buying furniture and accessories 
e guest rooms, decorating them 
She work us secretary to the manager of 
irious hotels, al] the time studying and ab- 
sorbing the routine of the housekeeping de 
partment until she felt herself capable of 
andling the job When a vacancy occurred 
la tel where she was employed, she ap- 
plied for and received the job. She's been at 
it ever Sl 
There is thing like stenographic work,’ 
she says, “to give you an insight into the 
workings of an organization, and if a stenog 
rapher is u er formative years and hasn't 


would like 


it is a great help 


quite made up her mind what she 
litework, 


nvave il is i 


letermining a goal. Working in a hotel as 


I was, I quickly saw that I would be hap 
piest in the isekeeping department, and 
while I continued as a stenographer I learned 
ill I could to qualify for the job of executive 
uusekeepet 

Today, in my lectures to the classes in 
iotel management at Cornell University and 
in mstitution management at Columbia Uni 


always emphasize the advantages of 


stenog ic training. I have a niece in train 
ing as a nurse who has studied stenography 
on my advice. She tells me that the super 
intendent of nurses has more jobs than she 


an fill for graduate nurses with stenographic 
training.” 


THIS, in brief, is the story of how a half- 
lozen women executives achieved their present- 
One doesn’t usually just step from 
; nothing into a position of responsibility. It 


lot of knowledge and experience to 
up the faith necessary for promotion, 


day jobs 


takes a 
build 


20) 


and these young have found that one 
of the best ways of acquiring this knowledge 
and experience is to start in as stenographers 
Then it is up to the individual as to how 


work up to an executive 


women 


fast he or she can 
post, 





q@ 12 QUESTIONS P 











Check them to see how many you can 
answer and compare the result with 
the answers on page 267. 


1. What is a 


2. How is the 


quotient? 
date of Easter determined 
each yea! ? 
3. What is a 
4. What is 
5. What is 


6. Is the distance 


C.P.A.? 

Stonehenge ? 

a Zouave? 

between the earth 
moon constant 

7. What is a sachem? 

8. What is 

9. What American col 
Old Dominion” ? 

10. Where is the 
contain Raphael's painting known as the “Sis 
tine Madonna”? 

11. What is a shako? 

12. What is a tabloid? 


1] j hier 
a pentathio! d ecathior 


ny was called “The 


Sistine Chapel? Does it 


The Fastest Typist 


] cal paper 


advertisement appeared in a 


nviting applications for the 
l 


position of jumior clerk in a department of one 
f the two big corporations this city, I sub 
mitted my application and was chose t of 
102 applicants. W I ad learned every 
thing about the department to which I had 
been allotted, I realized that a knowledge oi 
shorthand and typewriting would stand me u 
good stead, 5 1 set about stu lying these tw 


arts. Within a short time I had reached hig! 
speeds in bot and ad gained some excellent 
publicity in the local paper. When the post oi 


stenographer fell open, I applied for it and 
promptly appointed. But I did not stop 
there. I attended rthand 


and also mastered the exce 


was 
for sh 
llent Rational 7 yp 
writing Manual (short course), with the re 
sult that 
in this 
Thanks to my high typewriting speeds, 1 am 
often called upon by other departments to do 
“rush” typewriting jobs. Mean 
while, | am keeping up my shorthand speed, 
mind on a fine position that 
vacant and for 
South Africa 


I am now known as the fastest typist 


city 


and urgent 


as I have my 


will one day become which 


I will apply —M. K 
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“SIGNS” OF BUSINESS SUCCESS 
They are posted all along the way, and if you would reach the goal 
that you have set for yourself you must pay heed to what they say 


By DOCTOR GREGG 


N an afternoon shortly before Christ 
mas a delivery truck drew up to the 
curb near one of the large Fifth Avenue 
New York City. From it the helper 
paper 


stores i 
egan dropping largs boxes, common! 


alled cartons, to the pavement some sixtee! 


or more feet below ‘How strong paper ts 


now being made al observer mused as he 
walked along He 
must be blankets for the 
were only in the boxes as 


Imagine 


supposed the shipment 


wool Christmas 
season goods that 


idling 
caught the 


4 protection from dirt im har 


} 


iis astonishment when us eye 


stenciled printing on each box 


FRAGILE 


HANDLE WITH CARE 
DO NOT DROP 
The “signs” were all on those boxes, but 
the truckmen paid no heed to them. What 
condition can that “fragile” material have 


been in when it was unpacked? 


WE wonder what percentage of the people 


salaries in the business 


who are drawing 
world today are “careless truckmen.” Great 
care and forethought are taken in every 


executive department to make directions ex- 
plicit. It is hoped that each person will know 
exactly 
able to follow directions consistently is difficult 


what to do, but the person who is 
to find even in days when hosts of people are 
anxious to hold positions 
Let us consider “signs” that 


For example 


some of the 
are available for our guidance 
the business that sent 
paper cartons took every precaution to assure 
We must remem 


house those goods in 


delivery in good condition 


ber that there are three means of giving in- 
& & 

structions (without using torce), and those 

people had used all three methods to no 


avail! 


THE first way to get things done properly is 
by appealing to Upon seeing the 
word “fragile” written on each of those 
cartons, no reasoning truckman would have 
dropped them sixteen feet to a cement pave- 
ment; he would have needed no _ further 
warning. Many of the requests of business, 


reason 


especially those involved in the higher types 
of work, are merely statements of conditions. 


rhe truly intelligent employee can reason out 


what is expected of hin lor example, i! 


the employer Says, whel e leaves the office 
} . tad 


at noon, “I shall not be back today,” the 
lock the safe 


even if that isn't her 


alert 
before she goes 
work. As 
out what is expected 
taken a 


in your position 


secretary will 
home regular 
soon as you can reasor 
ot you, you may be sure you have 


long toward success 


step 
Notice how many of your teachers suggestions 
you follow. Put your mind to work at reason 
I done 


how things should be 


yo 


ing out why and 


If your conclusions are successtul, you will 


} } 


ceeded in forming a habit that will 


uu to direct the work of others 


lave sud 
enable y« atter 
you have gained a little business experience 

THE second ‘means of getting things done is 
by giving definite and positive 
“Handle with Care” the cartons were marked 
Notice that positive directions make no use of 
any form of the adverb not; in other words, 
“Do” and “Don't.” 
(Anyone who does not follow a positive direc 

to carry out 


directions 


they always say never 


tion is careless Usually failure 
tailure 


make 


when it is 


commands of this type comes from 


to listen carefully or from failure to 


notation of the direction 
given. For example, in a recent Civil Service 
examination for stenographers, the candidates 
were given four letters. They were told that 


all persons must transcribe one certain letter 


proper 


and as many of the others dictated as possible 
in the time allotted for transcription. One 
girl told us that she transcribed all three of 
the letters that she did not have to write and 
then had time to finish only about two-thirds 
of the required letter. She simply had failed 
to make an understandable “tickler memo” in 
her notebook and she got mixed up. Her 


transcription speed, though very acceptable, 
was not quite good enough to cover up her 
inattention. She was honest enough to say, 
“The test was but I doubt if | 
passed because of my stupidity.” Will you be 
honest enough to face your failures or will 
you offer excuses that shift the responsibility 
for the errors you make because you fail 


to listen and note directions carefully? 


very easy, 


THE third means of giving directions is by 
issuing negative commands. The people who 
prepared the boxes for shipment on that 
truck used the negative command, “Do not 
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Graded Letters 


On Chapter One to Three of the Manual 
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drop.” The secretary in a business office who 
does not heed negative directions such as, 
‘Don’t forget to call Mr. Smith at ten o'clock,” 
will soon find it necessary to look for another 
position 

We have gone « 
tions in order that we may say something to 


ver the three types of direc 


the secretary who is what is commonly termed 
“thin-skinned” about the way in which she 
is asked to do a thing. Of course, it is 
probably true that the appeal to reason is the 
type of direction that should be given to a 
person of high intelligence; the positive com- 
mand, to the person of medium ability; and 
the negative command, to the person of low 
intelligence. However, it is very doubtful if 
many business men stop to analyze their mode 
of expression so thoroughly as to realize the 
difference between the three ways of making 
requests. The thing for a secretary to do is 
to have her ear keenly trained to catch all 
whatever language they may be 
do cheerfully whatever is to 
instance, what is it profiting 
a girl of our unhappy 
much of the time because her superior does 
intelligence” by 


directions, in 
couched, and to 
be done For 
acquaintance to be 
“insults my 


what she calls 


onstantly saying, “Don’t forget’? 
DD) URING the 
sidered in this Department some of the pit- 
falls that trap many a person who is required 
to fill out an application blank. Most blanks 
contain explicit directions, but the applicant 
will be helped little by them if he fails to 
heed them. Be certain that you are so keenly 
awake mentally that you comprehend what is 
requested before you start to write and then 
dv the work right. If the blank says the 
applicant’s name is to be printed, see that your 
name is printed and not written. If the last 
name is to appear first, see that you print 
Smith, John and not John Smith. 

Consider some of the other signs of busi- 
should be heeded. Obviously, the 
who smokes in a room 
where there is a sign saying, “no smoking.” 
Whatever your personal opinions of the jus- 
tice of any request may be, you lack tact if 
you do not “heed the signs” that are put up 
by your employer or by the people with whom 


latter part of last year we con- 


ness that 
person is foolhardy 


he does business 


7 — . 
WHATEVER our own tastes in dress may 
be, there are certain types of clothing that 
are accepted as suitable for business. You 


may wear a cowboy hat and spurs in your 
boots when you go out to skate or to spend 
an evening with your best girl (if she prefers 
such regalia), but don’t try to exhibit your 
independence of customs when you are ex- 
pecting someone to pay you for your services 

A personnel manager was just telling us 
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problem in hiring 


the other day that his 
boys out of high school is to 


hundreds of 

find enough qualified candidates who possess 
suitable clothes to go into a business office 
His comment was: “Why 
teach its seniors to sper 


clothes. These bovs come to us in loud 
sweaters, white sneakers, and hatless. Even 
when we decide that an improperly dressed 


} 


candidate possesses ability, he frequently does 


not own a hat or a suit that he can wear to 
work if we decide to give him a chance.” Per 
haps it would be .well for all of our office 


1+} 


workers to pay heed to those clothes which are 


signs of good business taste 
ANOTHER “sign” of a good secretary is 
quietness. Some stenographers turn the leaves 
of the notebook h an obvious and 
noisy effort that any employer knows their 
training has not been good. Some typists get 
more noise out of a “noiseless’ 
than an expert would 

1918 model machine 


with suc 


typewriter 
make writing on a 


Practice walking around 


your office and opening the files as if the 
room were decorated with “Silence” signs 
Finally, keep wide enough awake t sense 


when there is “stormy weather” in the office 


Executives today are working under such 
pressure that they become easily annoyed by 
what they consider inconsequential interrup 
tions. The tactful heed the 


“storm signals” and not bring annoying mat- 


secretary will 


ters to her superior’s attention until the office 
atmosphere has cleared. The 
worker is one who possesses power to read 
the signs and judgment to heed them 


successful office 


College Girls in an Office 


VER so many girls suffer a great deal in 


offices and even fail because they are al 


ways getting their pride hurt. Some one goes 
over their heads. Some one seems not to ap 
preciate a particularly difficult 
piece of work they have done. Some one treats 
them as if they hadn't been to college. Some 
one asks them to do something they consider 
menial. . It’s that sort of jealous, hurt re- 
action which causes trouble and often defeats 
a girl who might have gone a long way ahead 

College girls are sometimes the worst suf- 
ferers—and offenders—in this matter of hurt 
pride. They have spent time and money in 
preparation for living, and they rather expect 
others to appreciate that fact and them. But 
business offices are more or less rough-and 
ready places. At the moment of getting an 
noyed with you, your employer doesn’t re- 
member whether you have a college degree or 
not—he doesn't care.—Clara Savage Littledale, 
in “Good Housekeeping.” 


and careful 
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The Passing of Rupert Pitt SoRelle 





S briefly announced in the Grecc Writer students were typing! The a ent of | 
for January, Rupert P. SoRelle, vice taking the typewriting department ere 
president of the Gregg Publishing Con influence Of 5 su ent career a i 

pany 4 tor t ty ve irs < c wit u . prog! . -" | urn “ . 
t, pass iwa December 14 New York : Ml : .M . : 
Caity M SoRell passing \ he i ea \ e 
SS ] (sTrewe rut “ \ 1! Ww The \ t . 
iny but t ¢ il ¢ atl ‘ vhere 0] ; wn ) ' low 
Dr. G . » see me a t ging ur sj 
| Dt AT ~ Re ad severa Mrs. ( 
a result na i i s 1 
iborate 4 M Sok pre 
new typewriting text, which I name kk 
[ypewriting 
After the book was publish Mr. SoRell 
levoted his talents to perfecting the 
As a result every edition, and there have be 
many, marked a ck idvance t 
perfection. It nly fair to say that 
ese t-<l t rn tv] ‘ 
lows 4 « t ‘ > ait 
eloped by Mr. S ; ' 
Mr. SoR ‘ 
oles a“ ; 
— ' « W Mr Kitt 
ired } ' n spell \\ 
Spel Py t LD \ 
] A c i 
Alt 
pert P. S ' " 
ree m which we make tl ving S$ acmieve 
xtracts S i . tly 
He Vas i King te ‘ xt An ng these Na i t 
- ves 2 ale in fife employ : \ : 
isa smal! 4 i tect s hice nd t ~ terist N t 
xperience was valuable t im afterward e was im l 
lesigning ur 0k ( ers and T il : t . ys “ _ \ N t 
balance and proportion im the llustrat S A IN > ; ; 
té xtb -OKS i FN i \ t 
He €a ed the Grahan variat | nar 
\ le 
mani Ss tha 1 i later n 4 CAL he i ’ - 
issistant to Isaac S. Dement, wi was thet nme . ' ‘ 
ead of the shorthand department in Armour Luthor ain ; 
Institute. When Mr. Dement resigned, Mr authority of rtnat . 
SoRelle succeeded him, with Mrs. SoRelle as tarial traini ‘ 
Ms assistant that é : 
When the Armour Institute decided that the speak ¥ —— 
institution should be a purely technical college, — . 
Mr. SoRelle opened a scho of his owt ne 
which he later liscontinued to hecome + mem Vs iW ‘ 
er of t faculty of the Metropolitan Business se 
College. One afternoon he alle n me t 
make 1 juries about the Gregg system We a ) . 
ad a long and friendly discussion, and asa A Fifty Per Cent Increase 
result he decided to study the Gregg systen ; 
under my instruction, coming to my office eacl A’ TER I id passed n 160-w re 
after? — i hand tect | went ; ; 7 utstar ling 
In a little while he became enthusiast business ses wed the the results of 
ibout the system and induced two other teach my efforts. and left an application. Tw weeks 
ers—Mr. C. W. Kitt and Mr. Drenning—t later I was called to the personnel office 
join him in studying it. The following Se one of these houses to take an examinati 
tember all three of these teachers were added Within the foll on anantts 1 Oa 
to the faculty of Gregg College ee oe _— , pening a4 : 
At his own request, Mr. SoRelle was placed an afrrangeme! was made tor me | eg 


work at once, wit! f ™ et 


harge of the typewriting department, as 
salary —M. R 


he wanted to practice shorthand while the 
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YOUR MESSAGES TO FIELDMEN 


They cannot always be personal, but they can be made to carry 
a note of kindly interest in and sympathy with sales problems 


By VIRGINIA YOUNG 


EXT Monday ll be working—but I'll 


he mest ind te . it i Tru 
rather be sning m that parti la la 
ind I suppose a great ma thers teel 1 
Sarr way abs ut I Pre bably « iuse lette 


writing and fishing are the biggest tw 





terests in my lite I hav siten thought A 
similar these tw irts really are You may 
take the best equipment in the world, walk 
up to a beautiful trout stream, and fish all 
day without any luck \nother person may 
come along with very poor equipment, yet you 
stand and watch him catch a lovely baskettul 
»§ speckled bea 

The answer 1s ill n tl ice of bait 
A tish is ar ependent creature if vou offer 
hin he want ll take it, but 1f yo 
tler re e doesn't want he will 
turn up s ind e on lLlow many 
times I ve ‘ i thir ippen ! Phe 
~ " t il ea if ust as he hooses 
and thet sn't ‘ e thing vou can do 
about the ituat 
THI eac letter pu u tive 
same positior e will look at what you ofte1 


him and if your appeal ts right, if you are 


liplomatic, 11 our strategy is what it should 
be, youll probably land hin [f it isn’t, he 
can turn up s se ind walk fF ind w it 
Ca yo lc 

You can't cat sh by using your idea ot 
what is good bait ou must use what the fis! 


wants Neither in you catch a prospect by 
anding him your idea of a good letter. Find 


it instead what bait he wants and then give 


it to him lf we have a letter from vour 
prospect thi » is easy; simply put yourself 

the ha kerour ind mcentrate or his 
terests If you have no letter to help you 
r 1 


to choose your bait, you must apply the funda 
mental rules of psychology, for people are all 
very much alike and respond to the same ap 
peals. Our master psychologists, who have 
studied people from every angle, have given 
us many excellent rules to guide us. Use the 
bait recommended by experienced, successful 


shermen and you can’t go far wrong 


| WONDER if we aren't becoming too lo- 
quacious in our letters to fieldmen? When 
we are writing a letter, naturally the thing 
about which we are writing seems of great 
importance to us and we are inclined to dwell 


upoT i atte t ess the eldman 
roperly It s t but 1€ that 
t} ‘ rt t ‘ ea isa te lem 
t letract m ti ittention | 
ma vives the ‘ 
\ nem hs t i tre , Nd iZal 
ne of an interesting experiment that 
ne i the eves of the management to how t 
vrite t eldmen Every week a _ length 
t) illeti | ad been va { ill the heldmet 
This bulletin was suppose to contain infor 
lation, selling suggestior inspiration, et 
und = the fhcials really thought it was quite 
On One day the sales manager, w had 
CeT i salesman imsel ) severa years 
Irprise the boss” al ge the statement 
it ft inious men : it the office torce 
vho tributed t e preparation t that 
week bulleti ve vasting a great dea 
time, for the salesme skimmed throug! 
t and t ¢a w Ss attent 
The b 5 lisagres itter sore is 
t i \ lds it whethe 
vt the ty illetins ‘ v ad | i 
veek sent out ft ist iry three-pag 
messaye } | put t] is sé te ear thre wort n 
) e second page \\ 1 minute 
ive read the bulletin to this point, send it 
t me and I'l] send you a nice new one 
ar bill.” How many dollar bills do you think 
e had to give away? Just two! And thirty 
bulletins had been sent out Needless to sav 


ill that organization’s messages to the fiel 


men were *o hy rt il cweet trom then 


J DON’T say that our fieldmen do not rea 


ill the letters they rece every da from our 
rious ley irtment | have no vay 

knowing whether or not the lo But | 
say that if they read these letters the reading 


s bound to be a burden t them, tor most 
them pound the road pretty hard during t 
| ! 


ay and need a little relaxation at night 


order to go out and do their best work th 


next day. Sitting up half the night reading 
and trying to digest long-winded letters is not 
relaxation 

Most salesmen think they're pretty good, 
too, you know, and are inclined to resent 
“preaching” from those boys who sit in nice 
comfortable office chairs for eight hours 
day and survey field problems from a distanc« 
If you have anything of real benefit to giv: 


a heldman, by all means give it to hin It 
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he needs “bawling out,” of course you have t SOME oil ; any needless words 
do it If he deserves a pat on the back, by overing a | I ! that ‘ We sa 


























I 
all means pat him. But let’s see if we can’t something, then a little turt ni e iett 
os , 
keep our field letters down to brass tacks, we say p et N é 
, , , , I> 
just as brief as possible without actually be again Pe ; u 1s 
ing curt and unfriendly. Such letters will get Perhaps we fear that we t é 
more attention and. after all. that’s the main point lear the rst tin take not he 
lea ¢ it trv at it \\ ; ‘ 
etter and a \\ 
No T ] x t« t ea I : i t S| ire 
i! rrespo r let us avoid sing excess ‘ iW tf fw tw hye 
‘ , ' lotr » ewe th tr vhe—lir ‘ 
words | ) TT é s ilg Lire rseives itl ‘ 
effecti CS< ‘ tT etterse \ yu] hye ei hy < ec x 
prised t ea that all the wordy phrase ve sheet exercis! ir ve 
sted elow ippear iT yur mpany s letters t t he tha ve } t tive mit 
: , —_ , 
uring a period wo weeks Many of thes« el ~ ! t 1 ize that we 
' , ' : 
ases in be eliminate entirely others iMicted ‘ tv on d af 
in be s rtened, or replaced by just one word 
Too Many W ords Better 
2 ANSWERS 
@ i2 ANSWERS 
Ar Now 
At , . 
" Ther . 
7 he questions m pate <6 
\\ “ sugg \\ sugges 
I ght sugges iggest 3 t t 
We w t t KY Thank y livis . ‘ ‘ ‘ 
lias _ | Eithe a writter t + 
“ per the r 
t has told not both 
Mr. Blank s asked that Either “write , “en: 
I writ you ar te not both 2 i ts 
y t he . ext ‘ the 
We sl mmediately give “Immediately and “as , 
* » 
this t ttentior s soon as’’ mean the same 
. r aed t $ receive thing se niy ne ’ ert ( | 
That I s t That ar error has beer j ‘ ‘ ‘ 
‘ ade nade 
Er se se fir | ‘ 5 . 
Under se t ve Separately (sometimes >. One 
ecessary aunty 
— , . f } nate " s sul 6 N t 
‘ « sul ‘ rect nis A ld na 
. +1 OUD mules t : et 
rally be understood 
m 
Mr xX ‘ absent ‘ hy » ennesie zs i i 
ter is een eferred et the ‘ tre 
‘ ¢ ' abse r ‘ 
’ evry » | 
“ } ¥ q nw t cy epetit r . 
ve I as short i 5 \ 
time as possible ’ t 
We ask that you send Please send \ 
) 
It * re juested that you Please send us 
end us 10. ‘J S e Vaticar 
It w © appreciated We shall appreciate your Rome | ~ \ : t he 
‘ y we ; ln this ; g th Gall ’ 
Imme tely upor ts rr 1 j 
e we sha he very il \ 1 ary , ‘ a 
x ' ssue edit t eon é ‘ h ‘ 
" ' f the uards 
rt : 5 4 age 12 \ ‘ ; ‘ 
me naise 8 SOOT : 
is eceive ka CS tea a 
£ course. that . 
redit due a 
° 
ently y Quick Work 
lie . 
to some re tor re 
turning this merchar \ high s ol girl, seated next t " 
inasmuch ! ‘ 
ina much as you astr omer 1 : dinner party, s f | i 
indicated that the : , : 
" ‘onversation wit hin y asking What d 
tment charge on 
| 
s only $3.92 and you do in lite 
: , er cone 
1a glad to is He replied, I stu is n 
sue re < you ‘ ‘ ' ' 
€ to ) a - De ar ne sa the oer 
wn as the merchandise : : . 
mv ast eat for er 
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From Stenographer to President 


pea stenographer to the presidency of 
the Standard Oil Company of California 


in thirty-five years is the record of Mr. Wil- 
ham H. Berg. He went as a youth of twenty 
from Iowa to California and without intro 
duction or influence applied at the office of the 
ompany for a job. He was given temporary 





William H. Berg 


, 
then 


vork at first was made a regular mem 
her of the staff Six vears later he receive 
in appointment as chief clerk in the Produ 
ing Department. In 1916 he was made gen 
eral superintendent of the Northern Division 


Land and 


There subsequently came 


1920 became 
Department 


ind in 


manager of the 


Lease 


experience in promoting the company’s inter 
sts in Latin America and other foreign cou 
iries Mr Berg became a member of the 
Roard of Directors in 1924, was made a vice 
president in 1927, and on December 9, 1937 


was elected preside nt 


American Educational Award 
to Dr. Judd 


NNOUNCEMENT of 
A Dr. Charles Hubbard 
1f the American Educational Award for 
has been made by the Associated Exhibitors 
National Ed Association. This 


presented each vear to an 


the selection of 


Judd as recipient 
193% 


ot the ication 


educat 
ho has made an itstanding contrrbution t 
the teature event of 
held in 


meeting of the 


wress is 


educational pr 
the exhibitors 
with the 
Education 

Dr. Judd was born in 


banquet connectioi 


winter National 
Association 

British India and 
America when six years of age. He 
the publi 


came to 


received his early education in 
schools ot 


New York, and his 
After 


teaching experience at Weslevar 


Binghamton, 
loctorate at the University of Leipzig 


reliminary 
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NEWS 1p WORD 


New York, Cincinnati, and Iniversities 


Dr. Judd went to the University of Chicag 
1909 as pr ytessor ind ead of the E luca 
tion department, remaining in that positior 
tor twenty-six years le ils served i 
hairman of the Psychology department fr 
1920 to 1925. The generation spent by Dy 
Tudd at the Universit f ( wo « yn 
passed the most revolutionary pe 1 ang 
in the history of education m the Unite 
States and to this period f change a 
progress he contributed in full measure 


beliefs in democratic secondary education 


the scientifiC movement in educati 


Although he closed his active institutiona 


teaching in August, he is technically on leave 
»f absence during the rrent academi yea 
ind has been engaged im set ng as a membx 
f the President's Advisory Committec 
Education and also on the Science Committ 


7 
the Natt ynal Res urces C ommittes 


Billboard Shorthand 


pars ater has en little used i 
periodical advertising, window display, ot 


uuitdoor “paint and paper The accompany 
ing photograph is that of a billboard dis 
plaved by Cosgrave's mi 7? Sal | rancisco s§ 





Outdoor pothooks 


, , 
argest and oldest retail establishments \s 


noted, it is a reminder 
t on 


hudget plan at Cosgrave's 


will be 
ll that convenient 


ta out 


A Practical Project 


66 ILLTOPICS” 
graphed 


of a mimeo- 
produced by 
the journalism class of the Fort Plain (New 
York) High School, under the supervision of 
Miss 


title 


paper 


is the 


sche “ )] 


Flizabeth Lasher The issue we have 
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N Pp . yy up ol Japan I world trade in 1853 rhe 
A D | U R ambassador speaks Japanese 


A Shorthand Trophy Bracelet 


received contains fifty-two pages of illus- 
trate eading matter and seven pages of ) ’ ' , 
. a S pag ISS MARIAN HO, of Honolulu, Ha 
specia lrawn advertisements The front , . f 
' +" 2 ae wail, has received frequent mention it 
over irries the tithe and date and the por . 
' ho 9 the past numbers of 1 Grecc Wrirer. She 
trait of Santa Claus, and on the back cover - - as . , ‘ , 
. , { r of | already holds mos ! ir Lredentiais awards 
the initials of the name of the school executed.” 1 , 
. . and her name is usually somewhere near the 
in large size on the typewriter It is an 
interes g peri xdical 


The Typewriter in World 
Affairs 


HE sinking of the U. S. S. Gunboat 
Panay by the Japanese has been widely 
publicized. Yet few pictures have appeared 
in print of that imstrument of peace, the type- 
iter, which has played so important a part 
the successful effort to avert war and se- 





ire a peaceful solution of a most unpleasant 
incident The accompanying photograph of 
United States Ambassador Joseph Clark Grew 

vho represents Uncle Sam in the land of the Badges of honor 
Cherry Blossom, caught the ambassador typ 
ing confidential data in his study. To left, top of the list of winners in our shorthand 
Japanese translators, stationed at the U. § contests, as it is this month, The accompany 
Embassy at Tokyo, are using typewriters to ing illustration was made from a photograph 
put into plain English the ideographs of Nip of a bracelet Miss Ho had made, using as 
pon. An interesting circumstance in connection “charms” her shorthand speed test pins, O.G.A 
with “Joe’’ Grew’s ambassadorship is that Mrs pin, C.T. pir nd her high school class pit 
Grew is a granddaughter of Commodore It is a unique testimonial to Miss Ho's ability 
"erry wl vas respor sible for the opening in shorthand 


BLACK STAR 





Sometimes a United States Ambassador must do his own typing 
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NEW YORK, THE EMPIRE STATE > 













EWItG GALLOWAY 
College of the City of 
New York, looking toward 
the School of Chemistry 


Tri-Borough Bridge, look- 
ing toward Manhattan 


HIS is the first of a series of articles 
relating to the states of the Union. The 
series 1s presented to our readers wit! 


the thought in mind that 


nographers should have at hand the basic facts 
Limitations of space will 


secretaries and ste 


about their country 
prevent the articles from being complete from 
all points of view, but they will be sufficiently 
comprehensive to include matters of impor- 
tance in each of the forty-eight politica! enti- 


ties that comprise the United States of America 


Population and Area 


The articles will follow one another in 
order of population, the first, of course, being 
New York, with 12,588,066 inhabitants. Its 
population now is 138 times that of the least 
In 1790 New York State’s 
population was about one-third of a million, 
which placed it below both Pennsylvania and 
Virginia. New York ranks twenty-ninth in 


land-and-water area, 49 204 


densely settled state 


which is square 


miles 


First in Many Things 


It is a custom—probably to some persons an 
irritating custom—for New Yorkers to speak 
of their state in superlative terms. It is Amer- 
ica’s greatest financial center. A larger amount 
and harbor 


passes in out of its 


o? business 





tha is the ise vith any tiv America 
New York State has ranked first in th 
Union in the value ! Ss manutactures tor 


more than a hundred irs, this value 


risen in 1925 to near! billions of dollars 
The value of clothing produced in the vear 
mentioned in New York ilone was mor 
than one and a half bi New York rank 





first among American cities in printing and 
, fen 
and act 


publishing, fur goods, millinery 


bakery 


ontections and ice eam 


goods products, 
ind 
greatest grain-distributing poin 
try and the leading flour-milling 
xf 49.500 bart 


center ) 


; 


world, with a daily capaci 

to the 45,070 at Minneapolis. Rochester leads 
all cities in the manufacture of photographi 
apparatus and materials and optical instru 
ments. In 1935 New York State produced 


five and a half million tons of hay, a produ 
? 


tion larger than that of any other 
+} 


state 


The conditions justifying the above stats 


ments are important, but they are not the most 
If there were to be justification 


the part of a 


important 
of any claim to preéminence on 
New Yorker for his state it might 
based upon the fact that, according to the 1930 
New York leads in church member 


better he 


statistics, 


ship, the total being nearly thirty per cent 
more than its nearest competitor and twice 
that of the next in line. What is even more 


interesting is the fact that church membershi 
in New York City is nearly four times that 
of its next nearest competitor among Ameri- 
can cities 

New York leads also in the number of pub 
lic, private, and parochial schools and in insti 
tutions for higher education. The Dutch estab 
1633 the first what is now 


scho« If 


lished in 











gLziwe 
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New York City, then New Amsterdam. The 
next important development was the founding 
f King’s Colleg 
in 1754. In 1787 
organized education with the toundu 
University of the State of New York, which 


e, now Columbia University, 
78 


‘ 


the State took command ol 


ol the 





became an exclusive executive body directing 
the professional, scientific, and _ technical 
schools ad ering the laws relating to 
idimiss the professions, and directing all 
scienti work nducted under educationa 

ispices. School attendance is compulsory. At 
the present time the total public schoo] enroll 
ment in the state is in excess of two millior 
and the t il s ) expe ture ire 1 tin 
neigh Le , I ex ] ms I 
dollars. The imber of colleges, universities 
and tec! il institutes 1s im excess ot torty 
In additior there are ten State s is of agri 
culture The state maintains two teacher's 
colleges and nine normal s wls 

New York State possesses the largest num- 
ber of public libraries and circulates the 
largest number of books. Its production of 


newspapers, books, and periodicals 1s more 
than double that of any other state. With this 


statement, however, must be included the cu 


cumstance that in the matter of literacy New 
York ranks in percentage twenty-eighth among 
the forty-eight states, an illiterate person be 
ing considered to be one over ten years of age 
-annot write in any language 










EWING GALLOWAY 


Early History 
New York's history began with the discov- 
ery of its harbor by the first European of 


record, Giovanni da Verrazano. There seems 





to have been no further development until 
1609, when Henry Hudson, searching tor a 
northwest passage to India, sailed up the river 
that bears his name. The first Dutch colonists 


arrived in 1624 and continued in possession 


9 

271 
lor torty years, when they were supersede: 
by the English. The varying fortunes of war 


brought a second Dutch occupation, beginning 
in 1673, that lasted into the following year 
After that came a second English period, last- 


ing until the lonies achieved independence 


(Jne reas t prec ) New 
\ K State 1 nanutact ng and other wn 
) Dpusiness 1s be I i m its extensive 
transportali 5 teri Its st ca al (I ri 
Was Open 1 in part i 182 at ( mmpleted I 
1&2Z5 | ie \ impia La il ( recting the 
l ri wil Lake alli} i Vas pened 
1823 an the (swer ( i ect o the 
Erie with Lake Ontario, was completes 
828. The stat is more than hve hundre 
mies »T a al and inaizeqd Trivers and lakes 
over wi there is borne a NnmMenrce ! ve 

teen mullio irgo tons mports a 

h 

twelve mullio Carr 5 exp 5 

he first raiiwa the Sta i tne se 
ond in the | nited States was ypened Irom 


Albany to Schenectady 
then regarded as the first great trunk line 
the country, that of the Erie, was opened tron 


Piermont-on-the-Hudson to Dunkirk, on Lake 


Harbor of Buffalo on a 
busy day 


New York Stock Exchange, 
looking past the statue of 
Washington in front of 
the Sub-Treasury 






KEYSTONE Vitw co 
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Results of the Stenographers’ 
Transcription Contest 


By FLORENCE ELAINE ULRICH 


ELL, once again stenographers have readers will want to join with us ngratu 

demonstrated unmistakably that they lating these winners 

can read their own shorthand or any- || 
body else’s and do a perfect job of it—that THE most beautiful specimen of notes came 
they can write beautiful shorthand which any from war-torn China, written by a stenogra 
body else can read, and write it, in a great pher in the American Consulate at Foochow, 


many instances, at reporting speeds! Taking H.C. Yen. Mr. Yen explains that his Octobe 
this Contest as a whole, it has been the most Greco Writer did not reach him until No 


satisfying demonstration of stenographic abil- vember 11, and left him very little time i 
? ? 


ity of any that we have held. Contest entries which to practice the Contest Copy before 
were received from every state in the Union sending his specimen to the United States 


and from many foreign countries—that it was Nevertheless, his notes (see page 274), re 
a representative contest will be observed even flect a practically perfect style. The notes 
from the limited prize-winning lists. Our shown in actual size, are written smoothl) 




















Top row (oval): I. Oesterlin and Anna May Menzies, tied for first place; (square): Janet L. 

Griffith and Chooi Wah Pun, tied for second place. Second row: Lila Dahlin and Mary 

Schneider, tied for third place. Third row: Mauritz Kachelhoffer, Marian Ho, Jean Davison, and 

Paul B. Hauber, among those tied for the next five places. Names of the other winners appear 
in the awards list on page 277. 
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ent t and mpactly i in i ia i Wa i 
stvle that every stenographer ught to have erro! The application f rules tk the u 
[he joinings, formation of curves, turning of »f the mma is essentially a matter of « 

rcles, t NTiting the small iracters, 1s mon sens | lly y an tell ea i 
atly i ski] Tully | | at ste ” aphe s eS < py W tre TT is be x If there 

“ : 1 as it ght t e writte any doubt sit n, t t 
et vy what they want to make s ties are that in t 
er tk vy Mr 1¢ Lake | tn trie 
n iCcK | W Ch ttere 
By USI} tire ers e { test (4 n fes 1s VeT : : | 

itte¢ yt ible t c¢ W t three bye ) s i re i vil 

t S give st { < e _omest nN SY gw the t t equ 

is c re ( s c i i the I t Ss 5s I ‘ t tne 1 it? ’ 

é 1x tal Pe was give to eac rf grow ‘ ta \ re " tell 
the t er ontes s I trans ts of Mrs what f ( na I writt ‘ wit 
(Jestet Miss Me ‘ were beautiful t tn still read t act 11 

ne i tre Ss rina i notes wer abx ve oweve t ft i 5 I 
iverage juahity Mr. Yen d i ne yt ’ must als De ait ’ \ 1 Ww 
transcribing at as we have said, wrote the nd that the wing t va 
most beautiful specimer f notes submitte t lispense v n t 
Phese t s were marke examples of su ire me ssal . ine W 
pe shorthand skill, and we heartily whi takes value, sees 
vratulat t W ers certaint \ \ is 

| en | i 
4 GAIN s tw testant tie r seco! it 
piace iner pair tor t piace Tou west t t { i 
mstea W Esterbrook Desk Sets were give I b I 
iWa \ seve ste Y ers instea elere 
I tive, tie r the de luxe Report g _ourse, 

ry 

so a copy of that book was given to eacl HE short me 

Spa will not permit indiy il mention of it : t ' t 
the fine work done by a yf the prize winners rgott 2 ‘ els 
but our eartiest congr ations are it rdet t re c Wa 
I with the prizes already award go our equent! , | Mk 
est wishes tor increasing reco t the sert ite 
job—for a successful business career. It was entiate t 
very gratifying to see the beautiful work done make a t 
this year and to read the rm is enthu rve ) ‘ ” 
astic messages that a Mpa mie the entries é nt \ga ray writ 
For ea ] study spent this tascinat ten ¢ . 
ing subject, many hours of satisfaction and incorrectly if vril 
( yment are eceived,” writes ne enthus Corres “ c tra 
istic contestant any interesting letters were scripts, duc t eless re g ot the 

ul delibera t ) t 1 rina I ere 
re tw r that t rréct is 
writte ; ‘ ‘ ’ 5 vritte! 
bee hut «wv ‘ — Ant? wave-like 
rve as rrect , writte le, wit " 
mp t st ‘ takal the curves 
| 
f unequa gth! written with the 
ble le ( tt i 
tre | i 
, 1? / A ‘ i \ i i 
scribe M“ / The t wa the A i! 
positior » - sessis aun the 
text of the copy 1d not suggested the correct 
pronunciation; twenty per cent misspelled word, Mentor was often transcribed monitor 
knack, and ten per cent misspelled speech but we think this was due to lack of familiar 
There is a book called “20,000 Words,” folks ity with the word, since the torms are « 
When in doubt, look up the word! tirely different in shorthar 

While there is a lifference oT pimon oT Thet r « rse, ther were entries in W 
the use of some punctuation marks, there wer: words were mutte roi rrect words n 
several “musts n tnat py ' Fault 1S€ »t serted I Stance mM mtestant trar 
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Ny rn ADIIWRa? CONTR . 
aA ese IW IAS Le ha WV Awd 


C. Yen, 
2 Chu An Li, 
Mai Yuen road, 
Foochow, Fukien, China, 
November 20, 1937. 
Clerk-sta@i ograepher, 
Anérican Consulate. 
iave 0.G.A. Certificate. 
Special Award, 
1930 Stenogrephers' Contest. 
Honorable Mention, 


as . — —. ° 
1936 Stenographers' Contest. 
Pd - - Tt 
- 4 ad 
, 
. = . 
Cc > 
. > 4 c 
} 
- “ - 
2 4 “ 
> . 
» ¢ . ~ . 7 bo —¥ 
( o 
\ 
4 - 
2 : be. Saw = > = 4 
- 
P 
—< Ag ee — 
“4 es =“ 


Fac-simile of an entry from a Greggite in the Orient 
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; < 
>] 
> —— 
7 
» a , 
? ? 
~ —_" - a a 
- A , 
—— ee ° ~ “ 
» . 
= a 
A 4 ’ { . . 
7 
, 
7 ‘ , 
a 7 T ~< ” 
Ss \ 
4 > ~ - = r 
—et a 
" » 
oA > > 
“ — ae | ) ' — » 
d ‘ . 
" .. "a 
J 2 
_f” 2 —_—— oe 4 
-97 CA. dma, say 
‘ 
scribed “The secret / success as Che secret Imt rec I we 
of success,” writing probably from memory quote any, but w re a . tereste 
not otten a sa fe tl ing ft d », esp ally in i const! tive s 
| the miss < irs juent 
rst I the transcript, they Hi: RE’S t ‘ r ere 
altentior r impr < tra l coop t I t ( ‘ 
| ir¢ basi ally > ] | ‘ pigs st \V « 
e sorry t “ but 
tnere WW 1 be xt ‘ 
Ste mwraphers ( test is w is t “ t 
! | , } , , 
eiped mm i | am s ire, ers » | hop 1 re “ Ww re ‘ ippear « t sa 
vou have anothe ne soo 1 might add that ‘ , 
the improvement in my spe ind a acy 
through this practice resulted in my being pr: 
at senior tenogranher in t oft ) ] R: 
moted to enior stenographer tu Tr yitice ( n t 1e ange 
where I was employed, and later enabled me to 
pass a test ior a new positiol writes Sar j WATI Ra 1 iti e| { i mall 
Louise Osman, of Harrisburg, w has Ks village about sixty miles from n pre 
seems, already re aped the golden fruit 1 su rns © Mos t esting ¢X} 
, ‘ es of my . | m 
cess trom her effort in this Contest Lol . ; = ‘ 
{ , yatrm ot att Ss. Ww 1 eprest ‘ 
gratulations, Miss Osmar : ‘ . : 
rT 13 © Ciaimants tor water i in intal t 
Our Contest mailbag was filled with enthu al P oe: : T ' ' , 
2 ; } ) ou < uy em eT ISAC rk 
siastic commendatory remarks about the help attend the hearings 1 , ‘ wnt 
: ai isin | ’ sit , ip 
fulness and interest provoking content of our work that he might re ire 
magazine—will our Managing Editor please A 
| . , | | ‘? ‘ ; ; - 
take a bow! Really. I find the Greco Writer W | le ‘ } ‘ . , . 
very interesting. It contains such helpful ma irove through Deaut enery yor 
: —_ j . =—s . ; ; 
terial for stenographers and secretaries. Ever ees M & Bia s. W 
: ; ‘ ; ‘ 
P ‘ Se . mS5S l iru ‘ ‘ mw’ f oo 
students who subscribe will profit by it wher Ds —s fae 
. ' ' | . , : 14 ple whose water claims were to be adju ate 
they take their places in the business world ( , “ tage 1 
ae Jur road wound gh the canyon, 1 Ww 
Good luck and success to your Contest and to jing the vagaries of a mounta tream. so that 
that splendid magazine.” So writes Elizabeth * took us tw irs to rea uur destination 
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town. It was a ny village, consisting of one 
log-cabin hotel, one post office, one small ser- 
vice station, one very new school house, a few 
armhouses, and an old community hall. In 
this latter hall the adjudication was to be held. 

Che transtormation of the community hall 
into a courtroom of sorts had called forth a 
great deal of ingenuity. The building was 
ibout fifteen feet wide by twenty feet long, 
heated by a small coal stove standing at the 
front of the room. The only chairs were some 
iigh-backed assembly chairs, built together in 
groups of threes, There were no desks of any 
kind 


1 
I 


WHEN we arrived, the reporter, who was 
icting also as referee, had already manutac- 
tured his desk He had placed two groups of 
these assembly chairs back to back and about 
four feet apart, and across the top he had laid 
a portable blackboard. This gave him a writ- 
ing surface much higher than an ordinary 
desk. Therefore, he placed the piano bench, 
which was the nearest thing to a single chair, 
m two two-by-four planks. This arrangement 
made it possible for him to take the testimony 
omewhat conveniently. He had his chair im- 
mediately in front of the stove to utilize 
what little heat there was 

Fortunately, my employer had brought with 
him a card table, on which we set up a type- 
writer across the room from the reporter 
My typing chair was one of a set of three, and 
m the other two I arranged my supplies 

When we were ready to start work, we dis- 
covered that two window panes directly above 
he table were missing; and the November 
breeze was decidedly cold. We placed two 
cardboard cartons over the windows, but even 
with this protection, we found it necessary to 
leave our coats on 


’ 
THE people in the community considered the 
adjudication a perfect opportunity for a social 
gathering. All the landowners for miles 
around were present, and with them were their 
families. The women brought their sewing 
ind chatted by the fire; the men, mostly cow- 
boys, tramped in and out, slamming the door 
every few minutes; people shouted to each 
other across the room; and all the while evi- 
dence was being presented to the referee and 
reporter, who somehow managed to get the 
testimony down without including the irrele- 
vant remarks being made on all sides. I sat 
in the back of the room, taking dictation and 
rattling out statements of claim on a rickety 
typewriter, with my fingers icy cold and my 
teeth chattering almost as loudly as the type- 
writer. 


I DOUBT whether a reporter and stenog- 
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tapher ever worked under more trying condi 
tions; but I, for one, will remember this 
adjudication as one of the outstanding days of 
my job. It was an enjoyable experience; and 
although the working conditions were vastly 
different from the efficient set-up in my office, 
yet they served to illustrate the fact that a 
stenographer’s life is never all dull routine.— 
Mary A. Sullivan 


In the Argentine 


FE )R a number of years as an ardent reade 
of the Grecc Writer | was inspired, like 
hundreds of others, by the many articles 
showing the countless opportunities open to 
the student of shorthand. The stories of for- 
eign travel set my imagination on fire and so, 
on June 19, I sailed from New York for 
South America, alone and with no definite 
destination. The marvelous trip and the thrill- 
ing experiences would be too much to describe 
here, but let me say that I was scarcely in 
Buenos Aires two weeks when I joined the 
staff of a firm known throughout the world 
As secretary to the president, my duties are 
not unlike those of a similar position in the 
States. With the exception of my employer, 
[ am the only English-speaking person in the 
entire office, This presented its difficulties at 
first, but, with practice, I soon learned a few 
phrases, which contributed to the smooth run- 
ning of the work. 

There were a number of little adjustments 
to make in my new surroundings. First of all, 
the keyboard of the typewriter was just dif- 
ferent enough to keep me constantly on my 
toes. For instance, there is no “zero,” and it 
is necessary to use the capital “O” for it. Try 
that sometime when you are writing a series 
of numbers, and you will see how maddeningly 
difficult it is! Then the shift of the period is 
not another period, but a diagonal—a most 
annoying confusion. In writing names, o1 
when copying over a letter written in Spanish, 
it is necessary to use the accent marks. In 
writing out orders by hand, I have had to 
learn to cross the stems of my 7’s. In telling 
time, the hours of the afternoon are 12, 13, 
14, and so on up to 24 o'clock. It took a little 
figuring at first for me to keep the appoint- 
ment book accurately recorded, with the board 
meeting at 14:00 o'clock and a conference 
at 18:30! 

I should love to tell you about the strange 
customs, the interesting people, and about 
Spring in the Argentine, but perhaps some 
other time. Just one more word before clos 
ing: I sincerely hope that all of you will have 
the thrilling experience of seeing your dreams 
come true, even as [I have had.—Edith La 
Pray 
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Stenographers’ Contest Awards 
— 1938 — 





First Place (Tie)—De luxe Sheaffer Fountain Y - Tyrer S. Department of Agriculture 
. Sureau of K Washingt D. ¢ 
Pen Loreta 1. R y. Box I Oreg 
Mrs I Ocesterlin, c/o Miller, Canfield, Paddock & ss ag — 1 — y c~- 
St 456 Penobscot Bldg., Detroit, Michigan Build -. Ph adel * . oh. A “ “ee 
Anna May Menzies, California Prune and Apricot — ne _— 
( wers Association, San Jose, California 
H. C. Yen, American Consulate, Foochow, China Special Shorthand Speed Prizes De luxe 
Volume of Gregg Shorthand Reporting 
Veat Two Pla . o — Fountain Course, Autographed by the Author 
en esx Oe 
: \ { Bart G al Re Ax y 
i f 7. . y r The Peddie Scho } ng } ' Alberta. Ca 
A “ J¢ cy ne “ " 
( W I >» Kwong ( mn Che g Foundry D thy RQ Peo "| nance & TI ( 
K } k, Fe Ma ay ates 64 O Stre Riverside. Calif . 
{ S. Fore Service ark Falls, Wis 2 net w _ 
Doroth Spangiec, ¢ ‘ ) Ve 
Mary S Albemarle Stre St. Pau ' 4 Calin a *. 0. Ben 
‘ ‘ é w“ : € 
* Anna May Menz California Prune and A t 
Next Five Places (Tie)—De luxe Volume of Growers Association, San Jose, California 
Gregg Shorthand Reporting Course, 192 net words a minute 
Autographed by the Author 
Special Interesting-Letter Prize (Tie)—Auto- 
Ss. R. 3 s/o G. R Speaker a o., Ltd., Steven graphed Set of American Readings in 
agre Noa nd » ¢ ngiand . 
we eee a New han & Co. 7-2 Seidsimoncho. Gregg Shorthand, Suitably Boxed 
Seoul, Korea 
P B. H er, Great Northern Railway Company, I La Pr National ( Bank New York 
Room 920, General Office Bldg., St. Paul, Min Buenos Aires, Argentina 
. Mary A. Sullivar ] pe Sn & H ey 
M tz Kache iter South African Iron & Stee atlaw, Ufa ( 
if t ( Lt Pretoria, South Africa 
~~ y —_ ¢ Hunter Strest, Costning, Hew Honorable Mention Letters 
_ y ' ls ovelt ( ; ~hicago 
paws M Novelty mpany, Chicag —- 4D - Treessertaticn Bide 
Marian Hk Pineapple Producers Cooperative Ass c.. H uM : H 7 . : , < , 
tion, University of Hawaii, Honolulu, Hawa 2 - a : p p v2 — 
; , Dor » Jes Lauter he Bure Inte 
Next Five Places—Autographed Set of Ameri- Rev eeue, Intellieence Unit. Room 1, Gieube 
can Readings in Gregg Shorthand, Suit- Bidg., | Pennsylvania 
ably Boxed Charlotte G LaBar Pennsylvania Dept. of Fore 
. and Wat Box 618 Main Street, Stro 
Sat Nakamura, Lihue, Kauai, Hawaii rg, Pennsylvania 
Rut M. Snider, 4 Ninth Street, Riverside, Cali Mark B. D . Phe Aetna Casualty & Suret 
hk ; Company East Main Street, Rochester, New 
Eliz sibbs, 2013 West Louise Street, Grand York 
Nebraska ' Mary E. Met Tax Depart Sta 
} Pray, National City Bank New York Capitol, Jefie n City, Missou 
Buenos Aires. Aree na Sister Peter Olivaint, 1 al stenographer, St. Eliza 
Albert { Barnes. Genera Reporter 1 Agency bet Hospita Yakima, Washington 
B g. Edmonton, Alberta, Canada 


Superior Merit Certificate 
Next Seven Places—O. G. A. Bracelet, or Tie 


Clasp Franklir Hoober New Ho nd Mac ne ( npany 


New Hollar Pennsy!vania 
4 Tre , The Naugatuck Fuel ( . Hester Splitstone 409 Associatior of Commerce 
( Street, Naugatuck, Connecticut Building, Grand Rapids, Michigat 
\ jy A ndersor Tuttle & Bailey Inc... New Danie Fujikawa, County Extension Service, Lihue 
Britain. Connect ‘ Kauai, Hawa 
‘ » Van Winkle, 5119 Vanderbilt Avenue, Liew A Weng Ang Oriental M Ltd Ma 
D Texas Nawar, Perak, Federated Malay States 
Mary E Beattie, c/o Clapp & Sgutt Law Office Domingo T. Tribiana, 3687 Taft Avenue, Ext., Pasay 
Rizal, Philippine Islands 


Honorable Mention Transcripts 


Ada | ! Rose J. Cortese, National Bu Elsie Edgar, New York Life Helen 1. Jack {28 Stand 
v 4 rity, Gunte reau of Standards, Depart Insurance Company, 662 ard Building, Fort Wayne 
Dan Alabama ment of Commerce, Wash — Bidg., Decatur Indiana 
i tor a € nois = . 
Eileen Helthake, 4806 Pick esas neti Federal! Ruby L. Cole, Illinois lows -—~ a —~far—di 
ford Street os Angeles . avenport, lowa 
lars F Deposit Insurance Corpors Power Company, Galva elideed Baird. Court Boon 
Se tion, Washington, D. C Illinois Wapel gy - 
Jessamine Gray 872 Tenth orothy Chatterton, Reming Elsie Aulabaugh, Huntley - : 
Street, Riverside, California ton Rand, 214 West Monroe Illinois Arthur Will am Peas 00 
Elizabeth I. Charlton, U. 8 Street, Chicago, Tlinols Dorothy Lenske, Walton ; - CA : Forest Avenue 
Gove nent Printing Office Lenore Goltry, W. H. Barber Publishing Company. 332 tland, Maine 
‘5 G Street, N.W Company, 3650 8S. Homan South Michigan Avenue Continued on pages 246 


Washington, D. ( Avenue, Chicago, Illinois Chicago. Illinois and 287) 
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More Than 15,000 Students Now Entered in 
New Transcription Speed Competition! 


E HAVE “gon 


already on Transcription Project Re« 


to press” three times 


ord Cards, and expect by the time 

this is published that another 10,000 students 

will have been entered in the Transcription 
Speed Competition ! 

This is proving to be very stimulating and 


exciting practice Developing speed an 


skill on these transcription projects eax 

month is something to get enthusiastic about! 
one student writes u Well, the more zest 
you put into the project, the faster and more 
accurately will your fingers respond to the 
dictation of your mind as you read the Tran 
scription Project plates. Let’s get as mucl 


by putting int 





out of this eve 
the work all the 


capabl 


nt aS we Can, 
interest and effort of 
E ffictent 


wh 


we are Result stenogra 


J . 
phers, pilus! 


ENTHUSIASTIC letters are 


from teachers, too. We 


pourmg in 


have space to quote 


only a few of them here, but we do appre 


ciate hearing from you all and knowing how 


welcome this new competition is 


> “This (the Tra tion Project is something 


that we have neged for ind the students are most 
anxious to get started on it My group is small, but 
if their enthusiasm is any barometer by which 





judge schools a wer the country, then you mus 
receive h s = appreciation tor 
valuable aids jf vide GREGG WRITER My 
students just can't wait tf he magazines, read 
em tron ver to ver,’ writes Miss Ge le F 
Olsen, of the Senior Hig Sch« Manshfie Massa 


chusetts 


> “I believe the I 5 I n Proje jus nag 
rate s the yest te now cing offered by the 
Cree WRiter | I he aise the sta 

{ transeriy son re atly neede u 
field,”” declares Miss Genevieve Sinnot f teaver 
Dam High Scho Beaver Dar W isconsir 
> “I have tw asses e a second-year class 
students who had the first year f shorthand eithe 
n high schoo! t ! ' < ege lepartment, and a 
third-year c:ass w 1SSe the w ranscrip 
tion Test either n high scha lege Miss 
Edith D. White, of lronwood Junior College, Iron 
wood, Michigan, tells us As it happens, the third 
year class is a little better than the other in transcrip 
tion, an ee hope t start " ittle healthy npe 

f my own by means of this Transcription Proj 


Good work, Miss White! And let us know 
the results, won't you? 


> “This 


Transcription Project is just what is needs 
de 


© spur our st nts t better t anscription Please 
accept our sincere thanks for your continued coopera 
tion,” Sister Alice Marie, of St. John’s Academy 
Pawtucket, Rhode Island, writes us 

“Il am very much interested in this Transcription 
Project and | am ready t& operate in any way t 
improve the teaching of transcription | have been 
trying f several years to hit upon some plan that 
would really satisty me im this regat j and while my 


students are not the worst ? the world I know 


s much room for im nt 1 sha 
) ad if you will send me details of this 
an enrollment blank nd ¢ f e Student 
Charts This comes from Miss Fidelis Walter, ot 
Washington High School, Sioux Falls, South Dakota 
} , 


> “I am so happy about this new t write 
Sister M Liemens of the \ Higt > 
Chicag Illinots It s wi I © wishe f 
foe ous " . 
> “As a te ‘ trar I ‘ 
ers of this subject wi ¢ gla ‘ " 
! transcription La j ‘ 
joing this spe M \ I Re 
f e Jot Harris High 5 g. | 
y Val ‘ . . 
> “The Gregg Write I I ‘ 
gurate his nth is s ‘ c as ‘ 

! | wis en! ! M 
Ass« are v y ’ I } ving the 
ranscribing sk und = spec * te fe , : 
neentive t y need,” says M H G t Log 

High Scho I Crosse, W 
One nice thing about this Transcription 


Project is that you can practice each 


often as you desire, ¢ ‘ “" 


rate of speed and accura 


“THI students who di t qualify this 
month are so disappointed not to be able t 
enter the competition. What shall | do about 
them? Can't they compete 11 they ail on the 
test?” 

They certainly can compet We suggest 
that on the progress charts of students whi 
did not write a qualifying transcript this 
month, you give the transcription speed, bu 
write an “N” betore it to indicate that the 
transcript was not mailablk Then, on the 


back of the record car 1, give the ustory ot 
the errors Students themselves should st Iy 


this “history” and strive to improve 





Most of the errors ort to s seen 
be in spelling Students may and shoul 
have the dictionary at their typing desks, s 


they can look up the spelling of words about 


which they are in doubt This detracts 
slightly from the transcribing speed, but 
improves the accuracy of the transcript an 


develops one of the most important qualit 


in good stenography: th abit of checking 
for accuracy on all detai 
SOME questions and answers on the Tran 


Project will be found in the Busi 
EpUCATION WorLp 
some of the 


scription 
NESS 


with rejx 


f 
- 


from teachers on the first tests 
We have been pleasantly surprised at the 
results of the nirst Ira scription Project 


You 
up the 
And may 


folks are 
work 


off to a wonderful start; keep 
~ ind May nirst 


betwee! 


you he one 7 the winners 
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SHORTHAND STYLE STUDIES—VI 


By FLORENCE ELAINE ULRICH 





Practice for a smooth 





h, finished style 2 ining 

circles in these mbinations. Watch slant, pro 

portion | tormatior ; ' es Devel [ 4 

finesse ty le The secret 5 ess | writing this set 
drills is fluet i light, eas ious Mm 
tion trom the beginning to the end of the out 
lime with | QT tal ] tting | trv pr is y 
lraw to the £ c ack rut rr 
tapering end-stroke known as the get-away 
stroke. Swing around pr with firm, con 
hdent skill These bh : ire written with one 
impulse of the pen. Make the large circle of 
generous size and close it deftly shown 


the illustrat 





Stud nalytically the forms given in this exer 
ise. Note the quick turn of the circle on the 
back of the irve in abate. Turn the circle up 
se ont Ch f the urves in these combi 





S Co __@- Cro 


‘a Write this exercise rapidly, and swing int 
> i, writing vw and f. Note slant and 
Facility Exercise , 


and tormatior 2 


i 








these curves. Swing briskly around the blends 

in the gv, kv combinatior Larry over into 

3 your O.G \ ntest pra tice every idea you 

Note a method of “building up” fluency and can cul] from these drills. Remember you art 

smoothness on the longer outline. The “add-a competing with the world’s finest writers in the 

stroke” method is intended only to develop a greatest of all s rthand event i \ want 
smooth, even-flowing style on polysyllabic words to come ewhe ar the top. Pract 

and to eliminate a faulty, jerky style 


m this and page 280 will help do it! 








280 





Note how smoothly and perfectly round the cir 


‘les are made in these joinings. It requires 


practice to make these joinings perfectly every 
time you write them. You must maintain cor 
rect proportion, formation, and slant always i 
these combinations, and the circle joinings 
should be made smoothly and neatly. The small 
circle is a mere turn of the pen 





Bear in mind that the greater depth of curva 
ture ts at the beginning of f and v, and pull 
away from the beginning of the curve firmly 
downward, then to the left and around to close 
the circle at the bottom. Study the joining of 
the circle between vw and |]. Make certain that 
you are not writing vak/ 


y 


‘Analytical Study of Outlines 


8 
This is a study of circle joinings, and slant and 
formation of v and b. Analyze your own writ- 
ing frequently. The more skill you develop on 
these drills, the better will be your stenography 
and the specimen you submit for a place ir 
the O. G. A. Contest! 





Tue Grece Warrer, February, 1938 


Teachers’ Annual Medal Test 


ie conjunction wit the announcement 
this month’s Busi EpucaATion Wor 


the Teachers’ Medal Test will be 


rently in the Gri W 

instead of type The test s ld be practice 
both with pen and on the blackboa A fter 
you have made what nsider a satista 
tory specimen, send tes to the Art and 
Credentials Department iticism at m 
ments, together wit 1 stamped lf-addressed 
envel pe Your fina! su Stor 1) 9 
before March 31, will ther nsidere 

the Medal or Certificat rd Please ive 
your name, name t s | treet, city al 
State nm your test pay state vhet 

yw not you hold a Cer te Proficiet , 
Silver Medal. Name { Cert ite and Medal 
winners will be publish n the B < 


EnucatTion Wortp 


Because the tea i 
lone m the blackb ‘ < 
b hal l specime i | tte 
notes. Possibly you ir students 
can take the pl t : i! kboar 
notes f not, you n | vy a photograp! 
who will take it for t nominal 
The time and effort spent in imp 
shorthand writing is well worth while fron 
the standpoint of increasing teaching skill. The 
Medal, in lavalliers r watch-fob style, is 
beautiful also, and u will be proud ar 


happy to possess it The Me il Test cx py wil! 


be found on page 227 


Credentials Fees Made Easy 
66 THILE these n 


ire i 
the occasions on w pe ple try out 
for awards,” John R. Davidson wrote us last 
spring when placing a1 ler for the special 
Credential stickers, “it will serve as our Con 
mercial Club's initial ntribution towar 
tinaking shorthand and typing more appealing 
to those taking these subjects.” 

The red credentials stamps, selling for ten 
cents each, may be afhx to the tests in le 
of a fee. They may be purchased in any quar 
tity, thus saving the a yance f buying 
money orders or writing ecks for small 


amounts on frequent occasions when students 


qualify for awards. Fifty stamps will be five 


\ 
dollars. You may wish t rder now the 
number you will need for the remainder of the 
season and have them on hand to apply on the 
tests you submit 


2 It is good to see s fe ‘ I a ers 
couraging students to use pen instead of pet 
cil. This has other advantages besides mak 
ing it possible to write better notes 


transcribing them easier on the eyes 
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February Test Material 


[All clubs of test papers should be accompanied by a typewritten list of mames to expedite checking 
and insure accuracy in moking out certificates. February copy is good as membership tests 
until March 25, 1938) 


O. G. A. Test Instructions ees ae tell me Athens has 





epartn es 
. lhe inte re people ! incirent 
These tests are to determine your ability to write ' 
shorthand smoothly, fluently, and accurately. Any be- Imes, evel . rm " wars 
dinning student who is able to make a creditable copy iten results etter ul rstandinge bhetweet 
of the Junior Test (page 294) may submit it for the on : ' 
- . : : 
Progress Pin The test below, for the O. G \ : : : : 
Membership Certificate, can be written by any one Mntercnange N ! eas 
who has completed the Eighth Chapter of the Manual ing the wor! t wlecs lhe d 
Practice the tests as oiten as you like, comparing mv ‘ ' 
your notes with the printed plates until you have . _ . : 
produced a copy in your best writing style. Ask your ‘ ACTS Ore 
teacher to criticize your writing as you practice. Ob- ands i liberat ‘ 
serve proportion in lengths, correct size of circles wwe by Mar | 7 elo 
good formation of curves, and fluency of execution " ; , 
ve t { < i! 
Like the bark of a tree our speech is grow Galil 1 t to the glor Ta 
ing—stretching out of the old form into a ubethan ¢ I ! , vI t 
new. Words that like the strips of bark at the twentiet 
foot of the tree have slipped from use cannot t surface of gt 
' . , . , | | \ 
be returned. I am obliged to use the phras« covert 
‘guite dead for there is no spark of life i Ket al 
them pen waters the cea ntr t thre 
Ma he they c yu! « } wiht into our ire 
speech again, y aS new words Wi lod t . t x! 
might accept them as some form of slang wor me Alexande new 
, ‘ «lA ‘ 9 ‘ e¢ ; ; 
perhaps, but not in their first meaning. Our worlds é ea 
writing thus is dated by the words we use, zation 1 un ir knowledge entire 
, , , er ae ail 1 i ere eee : 
the Time Clock of ideas that never fails to globe a ibita 
tell us when they came into being i tae 
Senior Test 
, ° 
O. A. T. Test Instructions | 
Copy the article for Part I in your best style of 
tvping »saragraphing properly and centering attractiv ely 
(1) Arrange the Junior test on one sheet only. Each y , +i 
é th < ' \ on the sheet Part I] (beginning on page 285) is to 
part of the mapueee coos requires a sheet, making two be typed on a@ separate sheet. See how effectively you 
sheets to the test. (2) Use good quality paper of 


can arrange this matter 
regular letter size—eight and one-half by eleven inches 


(except where legal size is specified in the directions 


(3) Center heading. (4) Keep margins as nearly even 
as possible (5) See that the ribbon used is capable — ‘ 
of producing good, clear copy 6) Use clean type | I PN O54 ‘ ‘ 
(7) Do not erase, or strike over letters; typographical situation ria { " va 
errors are not permitted 8) Indent paragraphs either ‘ . ‘ 
five or ten spaces, but keep them uniform throughout -¢ 
the test A lesser number than five spaces or a greater p! en | 
number than five, unless it be ten, should not be used etfort t ' t t tt ipply 
(9) Double space always between paragraphs, whether nol demat . , ‘ ; 
it be on single-spaced matter or double-spaced, but do ; 
not use more than two spaces (10 Type a proper { t t 
heading or caption on tabulated work in the Senior T he price rp! } 
test awenk I 
—» . 4 t ‘ ‘y 
ernment lo I it ‘ i 
Junior Test ome woul ‘ yon 
vear were it t for Government 1 - ‘ 
THREE URGES TO TRAVEI Travel market support Moreover, 1 en 
if one would really get the most pleasure out Inore mplex and difficult than it w 1933 
of it, should have its serious motive. Mar by reason of the phet 
Polo traveled to increase know edge and tor e1g! otton ¢ ving a t " r the 
business reasons, and he certainly enjoyed world market for our cottor re are mat 
himsel f persons familiar with the situation w si! 
If travel is pursued from frivolous motives, erely believe there would be 1 tton prob 
it is a wicked waste of time. A college pro- lem today but for the Government intervention 
fessor, whose life ambition has been to see that has persisted since 1929. But even the 
Athens, told us in a lecture that when at last, strongest opponents of the program recognize 
with feelings of rapture, he viewed the city that at present Government withdrawal is im 
from the deck of the ship, he overheard a_ practicable. After following policies whic! 
woman traveler at the rail near him remark have contributed greatly to t lo 


1 


"Oh, is that Athens? I don't think I shal! gi third of the foreigr Continued on pe 





ae MEA 
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February Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words 
for each error to get net words written. The mumber of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written.) 


Strokes 
The ship pulled away at one minute after midnight. s2 
The visitors were safely ashore, having said their fare- 
wells. It was a glorious moonlight night as the tugs pulled 
us away from the dock. I found myself chatting with a 
young man who was admiring the picture of the receding ef 


city. What a wonderful sight it made, with the lights along 


107 


168 


its wide streets and in many of its skyscrapers. It was a IR 
sight that we should not see again for several months if 455 
our plans were carried out. We hoped that on our return S12 
we would land about seven or eight in the evening in order 7 
to see the myriad lights in the tall skyscrapers that turn 63) 
the city into a veritable fairyland. At this hour the cleaners 693 
of the offices are on the job, and throughout the whole city 734 
lights are on; then, one by one, they wink out, till only 812 
the lights of the city streets and the electric signs are 870 
visible. 880) 
What to do? That was the question my companion had 952 

in mind as we sailed away. This was his first trip to Europe o- 
and, as a matter of fact, the first time he had ever been 1052 
on board an ocean liner. It was all new to him. He told me 1113 
that he had a canoe at home, but this was something differ- 1171 
ent. Having been through the ropes a great many times, 1227 
I did my best to show him about. We looked for and found 1285 
the deck steward. Here was the man who would aid in 1338 
our creature cornfort while we were on deck. Arrange- 1390 
ments were made for a steamer chair and rug, although lan 
the steward told us that almost all the chairs were taken 1502 
on the starboard side. This, as perhaps you do not know, 1560 
is the right side of the boat as you face the bow, and the 1619 
1681 


bow is the front of the vessel. If you travel east, you want 











a 
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to be on the starboard side so as to face south, On the re- 
turn voyage you ask for a chair on the port, or left, side. 
As you can reason for yourself, this will be the southern 
side too. If the weather is very hot, there is the possibility 
that you would like to be in the shade of the north side, 
but as a general rule I choose the side where the sun shines. 

As soon as_ we had arranged for our deck chairs, we 
gave thought to the comfort of the inner man. The din- 
ing salon was huge, well lighted and decorated, with tables 
and chairs screwed to the floor. This is done to prevent 
the soup from spilling and passengers from sprawling 
across the dining room if the ship lurches. 

As the hour was late, I suggested to my companion 
that we retire and meet early next morning for a walk 
around deck to work up an appetite for breakfast. At half 
past six we arose and walked ten times around the deck 
—one mile—before the bugle called us to eat. Hungry? I 
should say we were. The sea was still smooth, and we were 
gliding along with the greatest of ease. There seemed to 
be no person ill-affected by the voyage, so far. I said we 
were hungry, and you would have believed it if you had 
seen us tackle that breakfast. The service was excellent 
and the food was as good as you would get in your own 
home. 

On the third day out, the skies were gray as we took 
our morning walk. The long rolling waves sent our boat 
bobbing up and down like a cork. She, and of course we 
mean the ship, was rolling from side to side and pitching, 
too; that is, rolling backward and forward. Heavy rain in 
the distance was coming toward us, or we sailed into it. 
Very soon we were shrouded in a downpour that sent us 
scampering inside. The clouds became blacker and blacker. 
The wind blew fiercely, while lightning and thunder rent 
the air. We were in the midst of a terrific storm. The sea 
was now a mass of turbulent action.—A. 4. Bowle 
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February Transcription Project 
(Shorthand written by Anne Kovacs) 
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Have You Sent Us Your O. G. A. Contest Specimen? 


Here is the Contest Copy—Papers must be in March 1! 
P} I 


All of us dislike very much to be told that we are wasting our time and that we could do 
big things if we would only settle down to work. The thing that arouses our anger most is the 
feeling that these folks may be right in their opinion of us! 

I leave it te you to say if you can improve upon the time that is allotted te you. You will 
see the virtue of being fair in your report. If you would prefer te go to the cinema of an 
evening say so, but ask: Would I not have far more opportunities to enjoy the things in life 
that I really like if I would work a little harder now and leave too much play until later? 
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THE SHORTHAND REPORTER 





A DAY WITHA COURT REPORTER 


No. 2. 


The Case of the Defendant 


When his turn comes the jury hears testimony that usually is com- 
pletely at variance with what has been previously presented to it 


By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


FTER listening all morning to the plain 


tiff's side of the case, we have now 
reached an important point in the day’s 
work—important to the reporter, who has 
been writing continuously all that time. The 


before re- 
cess the plaintiff's that he 
“We rest,” he says, which means 
jury all the 
The defend 
dismiss the 
he Court 


has not 


But just 


indicates 


midday recess is called 
attorney 
has finished 
that he has place 
evidence in the plaintiff's case 
ant’s attorney rises and 
complaint ; 
that as a 


d before the 


moves t 
that is, he argues to t 


matter of law the plaintiff 
made out against his client 
that it is a 


he plaintiff's case is to be 


a prima jfacte Case, 
face, if every 
word of t taken at 
full value, is sufficient to indicate liability on 


case which on its 


the part of the defendant. In law, such a 
case must be made out by every plaintiff or 
else he is “out of court,” as it is sometimes 


If he has not convinced the judge 
the plaintiff and 
his witnesses say is true, there is some ground 
the defendant liable, then the 
the complaint and the case 
wins. But in the 


c xpressed, 


that, assuming every word 


for holding 
dismisses 


he detendant 


judge 
is finished—t 
case before us, the judge holds (as is usually 
done) that 
that it is a 
so he denies the motion, and we go to lunch 
Well, think? Do you 


want to be a Or do you want to 


there is a prima facie case, and 


question for the jury to decide; 


now, what do you 


reporter ? 
until have heard more 


reserve judgment you 


this afternoon, until you have heard the de- 
fendant tell his how the accident 
happened? No, you don’t have to if you are 


in a hurry, because I can tell you almost pre- 


version of 


cisely what is going to occur when court re- 
convenes at two o'clock 


THE defendant is going to take the stand 
and relate that he was riding along the street 
at a very slow rate of speed, with the lights 
green in his favor, and all of a sudden, with- 
out any warning, the plaintiff popped out from 
between two parked cars along the side of the 
curb immediately in front of his car. He will 
swear that he didn’t run into her at all, but 
that she ran into his car, precisely into the 
side of the running board between the front 


and rear fenders; that he jammed on his 


brakes, but could not stop in time. 


He will present his own eye-witnesses, whi 
were also on the sidewalk at the time, and 
notwithstanding the subtle in 
the plaintiff's that they 
were surely in Shanghai at the time, they will 
corroborate the defendant to the last 
He will then call a doctor of his own, wh 
made an examination of the 
after the accident and 

of symptoms and ailments that 
matter with 

two that were. 


more or less 


ference of attorney 
detail 


plaintiff shortly 


who will reel off a list 
were not the 
her, and probably a bruise 


testify with the same 


He will 
medical positiveness as the other doctor that 


the plaintiff did not break her funny bone 
that her neurasthenia could not be traumati 
but was of long standing, even unto the third 
and fourth generation back! 

ry. e * ’ ] 

PHE defense may call a policeman, who did 


not see the accident but who was “Johnny 
the spot” immediately 


rushed the plaintiff to th 


atterwards, and wl 


spital and got a 


hearsay account of how it happened for his 
official report. He will testify that the plai: 
tiff was not unconscious for the half-hour 
she claims, but that she held a running con 
versation with him in the ambulance all! the 
way to the hospital Chere will be an at 


tempt by the defendant's attorney to introduce 
into evidence the policeman’s official report, 
which indicates that the plaintiff 
the lights, to 


Was Crossing 


the street against which the 


plaintift’s attorney will naturally object, and 
will exclude as “hearsay’ 


which the Court 


eV idence 


Counsel will then sum up to the tired and 
bored jury, arguing why their respective 
clients should prevail; how all their own 
witnesses are paragons of virtue and truth, 


and how all the witnesses on the other side 
smell somewhat of sulphur and brimstone 
During these arguments the reporter will 


listen or not, as he chooses 
table and take a 
far corner of the jury ora- 
torical fireworks are popping off, for he is 
not required to take any of these proceedings, 
unless directed by the Court or unless an ex 
ception is taken by counsel to what 
another says. The arguments of counsel are 
not evidence, any more he openings are 
evidence in the judge will then 


He will probably 


leave his quiet seat in the 


room while the 


one 


han t 


The 


case 








: 
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harge the jury, giving them the law which 
applies to the case, and this is reported, it be- 
ing a very important part of the trial. The 
jury will then retire to deliberate and subse 
quently to return with a verdict. 


Ik it is a verdict for the defendant, the 
chances are that the reporter will never have 
to read the shorthand notes that he has been 
writing all day, for comparatively few cases 
go up on appeal when the jury returns a ver- 
dict for the defendant. But if the plaintiff 
wins and is awarded a substantial amount, the 
reporter will probably have to get out his note- 
book later on, when the notes are cold, and 
some night when we are all listening to the 
radio or seeing a movie he will dictate it to 
a phonograph, working thereat far into the 
night; it will be typed later by an operator, 
from the phonograph cylinders, and delivered 
to the attorney who ordered it—for value 
received, 

The reporter, you see, has a busy if not an 
interesting day of it while the court is in 
session, and sometimes he has very busy 
nights, when there is much transcribing to do 
The type of case that we have just listened 
to represents ninety per cent of the cases that 
arise day after day in his coart, so the re- 
porter comes to know what is going to happen 
almost before it occurs; he knows when he 
must set himself for a burst of speed, for an 
objection by counsel, or for the difficult tech 
nicalities of a medical witness. He is not 
surprised when two witnesses standing side by 
side on the street testify to diametrically Oppo 
site versions of the same accident, nor whet 


two learned medical men cannot agree as t 
the cause of some of the commonest ailments 
of human files! He has learned how difficu't 


} 


it is tor two people, both ¢ jually hones 
intelligent, seeing exactly the same thing, to 
see it alike; and how much more difficult it 
becomes if their personal interests are i 
volved. But that is what makes lawsuits, and 
why he has a job. He takes it all in stride, 
in the little mystic characters that we call 
shorthand—exactly the same characters that 


you learn in the classroom 


HAVING listened and having watched him 
work, watched his arm go back and forth 
across the notebook minute after minute and 
hour after hour, for hours at a time, do you 
still want to fill his shoes? Is it a profession 
in which you would like to hold membership? 
Is there the interest, the thrill, that you 
imagined, or do you detect something of the 
drudgery, too, and the boredom that goes with 
any occupation of sheer skill? But, more im- 
portant still, do you wish to, and can you, 
emulate the good right arm that makes him 


what he is? 
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POINTERS FROM THE 
BOSS 





N 


the 


man who has her 


3. Organise Yourself 


ORMA may be able to write 137 words a 
minute on a typewriter for an hour, and 
contemplation as at 


employee may not be greatly impressed. What 


ri 


will want to know is, will she apply herselt 


regularly with the diligence required by a 


speed contest? Your di 


laily output is what 


counts, What if you can do so much an hour 


the question is, what do you do in a day? 


Spurting accomplishes 


little except fatigue 


Steady, efficient work produces quality of out- 


pul 


Organize yourself. The one who succeeds 
fights laziness, physical and mental, knowing 


that 


the way to command an employer's at 


tention is to show that one has ideas about 


business and can be depended upon to carry 


them out. Be agreeable 


The agreeable per- 


son goes ahead as the disagreeable person slips 


backward. 


Being agreeable or disagreeable 


is just a habit. One is a good habit, the 


other a bad one 


> What we all look for is power 


power, poise is essential 


To have 
Everyone respects 


the calm man who knows what he is doing 
Take an affirmative, not a negative, attitude 
toward all tasks. Say “I can,” and never 
think “I cannot.” 
To him who dares and does, light shall be 


given. To him who delays and is afraid, 
darkness shall come. You can never have a 
set-back if you are your real self and do your 


best 
the 


all the time. It is the hustler who sets 


pace. It is the gradual displacement of 


the higher-up that gets you on the top rung of 


the 


} 


ladder Understudy the job ahead 


Everyone who has ever amounted to any 


thing 


has had his so-called set-backs. When 


Nature thought it all out she decided that 
the best way to make men step lively was to 
crack the whip of necessity behind them. 


> Ir 


ties, 


gets 


than 


have 


are 


takes courage to proceed under difficul 
but that is the only type of courage that 
over There is no finer thing in life 
the courage to dare and to do. lf we 
done our full part in our work, things 
bound to break right in time In the 


meantime, there is no use fretting. Our faith 
in ourselves should keep us busy and occu- 
pied until] the suspense is over and certainty 
again comes to us. The greatest handicap to 


success is Fear. Fear is one of the arch 


enemies of life—a joy-killer 


The three great 


things in life are Hope, Contentment, and 
Expectation.—F.E.K. 
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WHo’s WHO IN SHORTHAND SPEED 


Examiner A. A. BOWLE introduces the first public school teacher to win the Diamond Medal 


alot 


: 


Helen Rollins Doris Meisenheimer Blanche Hoxie 





| .T is a great pleasure to welcome into the she tri the 200. but it ‘ . woa very 
select coteri yt expert shorthand writers ipably tra : ) Mi 

who have won the Gregg Diamond Medal Miss Rollit atte the Ca 1S 
Miss Helen Rollins, a teacher in the Georgs Acaden l Angeles, for reporting 
Washington High School, Los Angeles, Cali practice rhe , 5 ‘ 
fornia. Miss Rollins is the first public school lirectior f M S p, whe y the 
teacher i v¢ world to qualify at 200 words va s hin Meda 


Congratulations ! pee I is been 4 wht onto 
While studying at Pasadena High School, the “W \\ ma y Miss Doris 


Miss Rollins majored in languages, and did Meisenhe 
not take a commercial course After gradua Meisenheime: nfine ereelf 1 scademk 


tion she attended a local business « lege to tudi " t t ‘ iduat 
shortha nstruct ind soon s« ed a ste t e 1 " 
graphic positi in a real estate oft Reali At Greve ( ge. Mr. 1 Miss Clark 
ing the necessity o mpleting he formal taught her the me thy she 
educatio1 she entere the University Cal “ ate ’ t j rs¢ 
tornia, where she majore in economics, at the st y wit ‘ ea 
miclusion ¢ st es eceilving i ip vreate elg ‘ ach t« ‘ eve 
pointment to the Actuarial Department of the to take the t-re ting ITse er Mis 
Pacific Mutual Life Insurance Company 1n Helen W. Ey 1 t Diam 
| s Angeles But she abandoned the business medalists Ly t ppl it | k M Mei 
eld a year later and taught for three years senheimer steadil ! tie pe ladde unti 
the ymmercial and Lati departments al si reached er { 200 w | i minute al 
the Franklin High School in the same city. the Diamond M 
Phet following a two-vear leave of absence Per ips it ecause r expertness 
she reentered the teaching ield and has beet writing the Stel that ‘ is received aj] 
giving instruction in Gregg shorthand at the pointment a wrapher t tine issistant 
{ ,eorge \W ishington Higl School ever since secretary oft K Va ‘ t nationa it ner 
It was her compelling ambition to be abl work 1s made ¢ ‘ mpet y 
to do well what she wished to teach het without sa 


students to do. so she decided, after teaching 


shorthand for a year or two, that it would be NOTHER w é the Diamond Medal 


fun to try some speed myself,” and began to offered to those who are able to write 
take dictation from the radio and various other the 200 word-a-minute test for five NI SE 

sources. Writing of her-speed practice, Miss tive minutes and turn in a qualifying transcript 
Rollins said: “According to the rate of prog is Miss Blanche Hox i graduate of the 


ress I've been making, I'll have to try the 200 West Hig S Salt Lake City, Utal 
test four times before I succeed, as | passed where she learned shorthar under t 
the 140 on the first try, the 160 on the second guidance of M Nellie Pugslev and M 
and the 175 on the third.” Our records here Josephine Shermar 

in New York do not show how many times After high school days, Miss Hoxsie took 





s art she attended Gregg College, Chicago 


various Gregg Expert Tests 


Forest Service 





York real estate house. It is artistically 


typed on a rou 


f the chimney, 
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ke tte ely ty tters, also ma 
vith the letter #, rea lege “Wilm 
Woods, A New | Village in the Scars 
lale-Heat e Sect Wes ester W 
tt you and at a esiz 
) A. T. test this mo 
> “Il wou appreciat i sending me 14 
ypies of your booklet explaining the Gregg 
Writer Shorthand and Typewriting Awards 
ncluding regulations for giving the tests 
vrites Cecil G. Garland, Corps Area Civilia: 


Advisor for Education at the Army Base at 


Bost hese pamp s will be distrrbut« 
t the edu tional a sor t the 140 ( { 
Camps of New Engla and will be us« 
the advancement ot educational | 
gram Some good w K is been receive 
from students in these camps 
> () is 1] we 1K c ally c 
px w ritte tes tatior papers tl it 
compa the Urep i ranscripuio! ests 
One su ib was m Hugh M« 
Ginn Union Ss ol Tombstone 
Arizona. The notes eat, small, and com 
pact, a | are writte it irate d fluently 
ough to any othe st nt to read ouci 
i writing style carried 1 the dictati work 
is highly commendabl We wish more tea 
ers would give attention t e qualit yt the 
tes students are writing and submitting 
the Transcription Tests If they will use the 
(0). w& \ lest aS a Sta i 1 vriting st le 
they, t will yt W ickly students de 
eloy i icy i ~ ( transcriptior 
Most of the dithcult intered in tra 
scr neg ire lue t ect eadcing ) 
! written notes ) sionally we i\ 
vund lecessary re t transcripts 
the basis of the inack | f the notes that 
xwccompanied them. In some instances, indee 
ve ive id occas! to marvel at the mem 
\ ) the students because only memory 
wuld have served then making a tra 
script at all Let us mpaign tor bette 
ites on these Transcription Tests 


Key to Medical Testimony—VI! 


The shorthand for this appears on page 289 


Ming gait that thie man has 
Q. What is hemiplegia A. H egia is paraly 
ne side of the body 
Q. Due t what ~~ F at sior It may te ! 


to blood, may be due to swelling of the brain, or may be due 
) lisease 


Q Frequently arising wher have : t od ve 
burst on one side of the brain? A. Ve 

Q. And the paralysis is where in that case A. On the 
posite side 

Qa. Did your examination ti se ny other subjective 
signe that you can say did not really exist? A. The 


monocular disturbance, that is the disturbance of one eye 
When you ask a man to follow your finger in front of you 
uniess he has «a disassociation or disruption of the ocular 
muscles, wWhereby one eye may be fixed one way and the 
wher eye another way, you would not have a double image 
Normal vision ig binocular visior yo see with both ere 
you call into action the muscles of both eyes, so when y 
ee a vision, yo see with bot ey ne image is reflected 
me eye and the other image is reflected 


(Teo be continued next month 
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O. G. A. Club Prize Awards 
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P . - 
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How Yellow Blanks Help to Feed 
the Nation’s Millions 


From “Dots and Dashes,” issued by the 
Western Union Telegraph Company 
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False Faces 


From “An Introduction to Transcription’ 
By ELIZABETH STARBUCK ADAMS 
and EFLEANOR SKIMIN 
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{dmiral Peary’s Explorations 
‘ Recounted in brief by CLARA BEARDSLEY 
Washington High School, Sioux Falls, South Dakota 
NTERNATIONAL NEW Especially for use with Chapter Ten of the Manual 
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Sentenees on Similar Words 


First of a Series of Drills from 
Bottome’s “Stenographic Expert” 
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A True Adventure 
on Bear 
Mountain 


Recounted 
by 
CHARLES E. ZOUBEK 
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The Importance of Habits 
By JOY ELMER MORGAN 
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Glycerine Index of Industrial Growth 


From “GLYCERINE FACTS’ 
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By Wits and Wags 
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